ITpunoxxenne Ne 20
YTBEPXJIEHO

ITpuxazom nupexropa MbY 10
«CHI «Omummny 1. YensOuncka
oT «29» nexadps 2025 r. Ne 273

ITopsinok o0MeHna unpopmanuei
MexX1y padoToaaTesieM U PA0OTHUKAMM y4pesKIeHusl
€ HCNI0JIb30BAHUEM CPEJCTB CBA3H
B MBY 10 «CHI «Omumn» r. Yeasadnncka

1. O0mue nosnoxxeHus

1.1.  Hacrosmuit  Ilopspoxk — permameHtupyer oOMeH  uHpopManuenn  Mexmay
MyHununaibHbIM OIOJKETHBIM YUPEXKACHUEM JOMOJHUTENBHOTO 00pazoBaHus «CrnopTHBHAas
mkoia «Omumm» ropona YensOuHcka (nanee — yuypexaeHue, padboTogarenb) U pabOTHUKAMU
YUPEKICHUS C UCITOJIB30BAHUEM CPECTB CBA3H.

1.2. O6men uHpopMmammed Mexay padboTojarereM M pabOTHUKOM C HCIOJIb30BaHUEM
CPEJACTB CBA3M OCYILIECTBISETCA B TEUCHHE BCETO CPOKa ACHCTBUS TPYIOBOIO JOTOBOPA, B TOM
quciae, MpHU BBHIOJHEHUH DPAOOTHUKOM CIYKEOHOro 3a/laHusi BHE 3JaHUH U COOPYKEHHIt
YUpEeXKJIEHUS, MPU HAXOXKICHUM B CIIyKeOHOH KOMaHIUpPOBKE, B cllydae IOJO3PEHUS Ha
3aboseBaHue, TPeOyIOIIEro COO0ICHHUS PeKuMa CaMOM30JISIIIMY, TIPU HAXOXKACHUH B OTIIYCKE U
JIPYTHX CIIydasx.

1.3. OcHoOBHBIE MNOHATHS, HcHonb3yeMmble B Ilopsnake, ykazaHbl B COOTBETCTBHHM
¢ ®enepanbubiM 3akOHOM OT 7 utoJist 2003 r. Ne 126-D3 «O cBs3m».

2. BzaumogeiicTBue padoronartess 1 paloTHMKA

2.1. BsaumopeiictBue paborojmaTtens U paOOTHUKA OCYILECTBISETCS OJHUM U3
CJICTYIOIINX CITOCOOOB:

- O3HaKOMJICHHE paOOTHHUKOB C JIOKAJIbHBIMM HOPMATUBHBIMH aKTaMHd W HHBIMH
BHYTPEHHUMHU JIOKYMEHTaMH, HEMOCPEJACTBEHHO CBS3aHHBIMH C TPYJIOBOH JESTEIbHOCTHIO
paOOTHHKA, TOJ pPOCHHCh — NPU HENOCPEACTBEHHOM IPUCYTCTBUM pabOTHHKAa B MecCTe
HaX0X/IeHus padoTonarens (IMpeKTopa YUpeKACHU);

- HampaBjJeHHe OyMaXHBIX BEpCHUH JIOKYMEHTOB (pacrlopsbKeHHWH, YBEIOMIICHUH,
TpeOoBaHUll, 3asBJICHUIA 1 U3BEILLEHUI, IJITAHOB BBIIIOJHEHUS paboT, OTYETOB Pa3INUHbIX (HOPM U
BUJIOB, 3allpoCOB, CIY)XEOHBIX M JOKJIAJHBIX 3alHCOK, OOBSCHHUTEIbHBIX), ONEpaTopaMu
MmouToBOM CBs3u (moutoi Poccum, skcmpecc-modTodt W Zp.), WHBIMH CIOCOOAMHU JIOCTaBKH
OyMa)KHOU KOPPECTIOH ICHIINH;

- HarpaBJieHHe HH(GOPMaLlUU U IOKYMEHTOB C TIOMOIIBIO CPECTB CBSI3U — CTAIlMOHAPHOM,
MOOWIbHOM, MH(POPMAITMOHHO-TEIEKOMMYHHKAIIMOHHOM ceTH HTepHeT U T.1.

2.2. JIoKyMeHTBI, HalpaBJICHHbIE C TOMOIIBIO CPEICTB CBS3H, HUMEIOT OJMHAKOBYIO
IOPUJIMYECKYIO CUJTYy HapaBHE ¢ OyMa)KHBIMU BEPCUSMHU JIOKYMEHTOB.

2.3. K 31eKTpOHHBIM JOKYMEHTaM OTHOCSTCSL:

- CKaHUpOBaHHbIE 00pa3bl (poTorpaduu, IBETHBIC U YePHO-OeIIble KOTIUU, CKPUHILIOTHI);

- DJIGKTpOHHAsl  NEpernucka CTOPOH, OTHocAmascs K  pabore  pabOTHHMKA
(uH(pOpPMAIOHHBIE TEKCTOBBIE COOOIECHUS);

- JIOKyMEHTbI, MOATOTOBJICHHbIE B PA3JIMYHBIX TEKCTOBBIX PENAKTOPax M 3JIEKTPOHHBIX
TabIUIax.

24. O6men wuHbopManuell U OJIEKTPOHHBIMU JIOKYMEHTAMH OCYIIECTBIISETCS
CJIEIyIOIIMMHU [TPOrPaMMHBIMH CPEACTBAMH (B TIOPSAAKE CHYKEHUS IPUOPUTETA):

- 3JIEKTpOHHAs noyTa yupexaenus: olimp.chel@mail.ru;

- MecceHkep Makce (rpynna yupexxaenus «CIL Oaummy);

2.5. HampaBnenue paboTHHKaM WH(OpPMAIIUK OCYIIECTBIISCTCS C TEIC(POHHBIX HOMEPOB



JUPEKTOpa YUpEeXKIEHUs, 3aMECTUTENEH IUPEKTOpa YUpPEeXACHHUs, CIENMAIUCTa IO Kajapawm,
rJIaBHOTO Oyxranrepa U 0pUIHAIBHOMN 3JIEKTPOHHOM MOYUTHI yUpPEkKICHUS.

2.6. B cootBercTBUHU co cTaThel 165.1 I'paxknanckoro koaekca Poccuiickoit @enepanun
COOOIIIEHNE CUUTAETCS JIOCTABJICHHBIM M B T€X CIy4asiX, €CJIM OHO MOCTYMHHIIO JIUIY, KOTOPOMY
OHO HaIpaBlieHO (axpecaTy), HO MO OOCTOSTENbCTBAM, 3aBUCSIIMM OT HEro, He ObUIO eMy
BPYUYEHO WJIM aJpecaT HE O3HAKOMMUIICS C HUM.

2.7. Tlo 3ampocy paboTtonatens pabOTHUK O0s3aH MOATBEPAUTH MOTYYSHHE COOOIICHUS
TtekcToM «CooOuieHue nonydeHo» («Jloxkyment nomyuen», «C JOKYMEHTOM O3HAKOMIIEH»).

2.8. Ilpu orcyTcTBHUM OTBeTa paOOTHUKA WM WHGPOPMALMU O JIOCTAaBKE COOOIICHHS
paboToaTeNb UCIOIB3YET UHBIE POTPaMMHbIE CPEJCTBA: TeJe(hOHOIPAMMBbI; CMC-COOOIIIEHUS.

2.9. OtnenbHble HIEKTPOHHBIE JOKYMEHTHI HANpaBISIOTCA pPAOOTHUKY Ha JIHMYHYIO
YUETHYIO 3aIUCh (JIMUHBIN TeneoHHBI HOMep, TuuHbIi IDB comuanbHoil ceTu, TUYHBIN agpec
AJIEKTPOHHOM IMOYTHI U T.I.) HWJIU KOPIIOPATHUBHYIO YYETHYIO 3alMCh, CO3JaHHYIO MEPCOHAIBHO
st pabotHuka. Ha smektpoHHBIE pecypchl (00JauHbIe XpaHWIHINA, (aiioBOoe XpaHUIHUIIE B
JIOKQJIbHOM CE€TH, JJIEKTPOHHAs I04YTa CTPYKTYpPHOIO IOAPA3JEIECHHUS U T.II.), SBISAIOLIUECS
0o0LIMMH pecypcamMu ISl HECKOJIBKUX paOOTHUKOB, TOKYMEHTHI HE HAIIPaBJISIOTCS.

2.10. [ina moATBEpKACHUS TOTy4YeHUsI HHGOpMAIMK U (MIIK) 3JIEKTPOHHBIX JTOKYMEHTOB
MOJTy4YMBIIIAsi CTOPOHA (J1ajiee — ajipecar) yBeJOMIISET OTIIPABUTEIS O MOITYYEHUH JTOKYMEHTOB B
TedyeHne | daca. OTBeT nmaercs, Kak INpaBUiIO, C TOMOIIBIO TOrO € CPEJICTBA CBSI3HU, IO
KOTOpOMY OBUIM TOJy4YEeHbl COOTBETCTBYyIOIIME HHpopManus U (Wiau) aokyMmeHT. Ilpu
OTCYTCTBUH TEXHMUYECKOW BO3MOKHOCTH OTBET MOXET OBITh JaH MpPU MOMOIIU Tese(hOHHOTO
3BOHKA, CMC-COOOIIEHUsI WM B WMHOW (opme, mo3Bossmomeid obecreunTh (ukcanuio Qaxra
NOJy4YeHUs: paOOTHUKOM U (WiIM) paboToaaTeneM JOKYMEHTOB B AJIEKTPOHHOM BUJIE.

2.11. Ecnu B nokymeHTe TpeGyeTcs cCOOCTBEHHOpPYYHAs MOANUCH pabOTHUKA (Harpumep,
JIOTIOJTHUTEIBHOE COTJIAIIEHNE K TPYJI0BOMY JIOTOBOPY ), TOANKUCAHHBIE aIpECATOM AIEKTPOHHbIE
JIOKYMEHTBI JTOJDKHBI OBITH OTHpaBiIeHbl HE Mo3AHee 12 yacoB JHS (IO MECTHOMY BPEMEHH),
CJIEIYIOIIETO 3a THEM MOTYUYECHHUS.

2.12. Ilpn nonmyuyeHun OyMakKHBIX BEpCHUH JOKYMEHTOB ajapecaT 00s3aH JaThb OTBET O
IIOJIyYE€HUU HE MO3JHEE 3 KaJeHIapHbIX THEH C MOMEHTA MOIYYECHHUS.

[Tonmucanubie agpecaToM OyMakHbIE BEpCHUU JTIOKYMEHTOB JOJKHBI OBITH OTIIPABJICHBI
HE T03/IHee 5 KaJIeHJApHBIX AHEW cO IHA NojydyeHus. JJOKyMEHTBl HalpaBisAIOTCS ONEpaTOPOM
MOYTOBOW CBSI3U 3aKa3HBIM MHCbMOM C YBEJIOMJICHHEM O BPYYEHMH U C TPEK-HOMEpPOM JUIf
OTCJIeKUBaHMA cTaTyca nmucbMa. Ilocie oTnpaBKM HOBBIN aapecar JOJDKEH OBITh YBEJOMJIEH O
TOM, YTO MUCHMO OTIpaBiieHo. CTaTyc MUchbMa OTCIIEKMBAETCS B MPUIIOKEHUU MouThl Poccun
(TIpH OTIIpaBKe 3aKa3HOT'0/IIEHHOTO MHChMA).

2.13. PaboTHUK 3HAKOMHUTCA C JIOKaJbHBIMU HOPMATUBHBIMHM aKTaMH, HPUHSTHIMHU
paboTosaTesieM B IEPHO €r0 OTCYTCTBHSL, TyTeM 0OMEHa 3JIeKTPOHHBIMU JOKYMEHTaMH.

2.14. 1ns mpenocTaBieHus 00s13aTEILHOTO CTPAXOBOr0 00€CIeueHUs o0 00s13aTeTbHOMY
COLIMAIIBHOMY CTpPaxOBaHHWIO Ha cly4yail BpEMEHHOH HETPYJOCIMOCOOHOCTH U B CBS3H C
MaTEpUHCTBOM pPAOOTHHUK TMPEAOCTABISCT PaOOTONATETI0 OPUTHHAIBI JOKYMEHTOB (JIMCTHI
HETPYJ0CIOCOOHOCTH, CHPaBKM), MPEAyCMOTpEHHbIE (eepalbHbIMU 3aKOHAMH W HHBIMH
HOPMAaTUBHBIMU  MpPaBOBbIMU  akTaMu Poccuiickoit ~@enepanud  HApOYHO, MPUHOCUT
HEMOCPEJCTBEHHO B YUpPEX/IEHHE HIM HampaBisgeT UX paboTOJaTeNro ONepaTopoM IOYTOBOM
CBS3M 3aKa3HBIM MHCbMOM C YBEJOMJIEHUEM O BPYUCHHH.

2.16. Ilpu nogaue paOOTHUKOM 3asiBICHUS O BbIJaye 3aBEPEHHBIX HaJUICKALIM 00pa3oM
KONUI JOKYMEHTOB, CBSI3aHHBIX ¢ paboToi, paboTomarenb HE MO3AHEE TpeX pabouyux JHEH co
JHS TIOJ]aué YKa3aHHOTO 3asBJICHMUS HAIpPAaBISeT paOOTHHUKY 3TH KOMMU IO TOYTE 3aKa3HbIM
MUCbMOM C YBEJIOMJICHHEM MWJIM, €CJIM 3TO yKa3aHO B 3asBJICHHM, B (OpMe 3JIEKTPOHHOTO
JIOKYMEHTA.

2.17. PaboTtonarens B ciydae HEOOXOJIMMOCTH TIPH MPOBEACHUM 3aceaHui, COBEIIAHUN
U UHBIX MEpPONPUATHIA 0OecreunBaeT JUCTAHIIMOHHOE ydacTHe paOOTHHKA IMyTEM TpPaHCIALUU
JTAHHOTO MEPOTIPUSTHSL.
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